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Purpose:

TheU. S. Probation Office, Middle Didtrict of Georgia, admits selected studentsinto aninternship program
designed to contribute to the education of the student and broaden the agency’s commitment through
community involvement. The goa of the internship program is to give students at the college senior and
graduate level an opportunity to observe firsthand the actud duties of aU. S. Probation Officer. Under the
supervisonof a probation officer, sudents contact clients in the office and field, assst inthe preparation of
presentence and prerelease investigations, and participate in activities that will enable them to relate
classroom theory to probation and parole practice.

Eligibility:

Any student in hisher senior year or a graduate student in Corrections, Crimind Justice, and/or Social
Sciencesis digible. Students may participate 40 hoursaweek over a10-week period of time, or any other
acceptable time period sanctioned by the ingtitution and the probation office.

Selection Process:

In an effort to obtain mature students who are sncerdly interested in the correctional field, the following
procedures have been formulated. We anticipate that the ingtitution will facilitate the placement of students
who will take full advantage of the opportunity, and provide an experience mutualy beneficid to the student
and the agency.

1 Individudsinterested inparticipatinginaninternship programmust submit aresume. A letter
of referrd, including transcript, from applicant’s department chairman must be forwarded
to the Chief Probation Officer.

2. A persond interview with the gpplicant will be conducted to assess the student’ s abilities
and to secure additiona background informetion.

3. A routine record check and any other investigation will be conducted prior to acceptance
of the student.

4, After dl investigative work is complete, afina determination will be made by the Chief.

5. Uponacceptance or denid, written notification will be submitted to the student’ s professor
aswell asto the student.
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6.

Following notice of acceptance, the student must advise the Probation Officewithinaweek
of higher beginning and termination date of internship.

Conditions of Appointment

All sudents who are sdlected for an internship will be required to:

1.

Sign an agreement specifying that they will maintain the confidentidity of al cases during
and after the course of their affiliation with this agency.

Sign an “Acknowledgment of Gratuitous Service and Waiver for Uncompensated
Employees’ before he/she commenceswork (Guide to Judiciary Policies and Procedures,
Adminigtrative Manua, Volume I-C, Chapter X, 1308.2).

Student Responsibilities:

1.

In order for students to obtain maximum benefit without compromising the agency’s
operations, they are expected to comply with the adminigtrative policies of the agency
throughout the duration of the internship.

All students are required to follow the guiddines concerning confidentidity and present
themsdves in an ethicad and mora manner. The sudents are expected to adhere to the
Code of Conduct adopted by the Judicia Conference of the United States.

All written communication prepared by students that is to be forwarded to the courts, law
enforcement agencies, community agencies, etc., mugt firs be given to the supervisng
probetion officer for find advice and approval.

Students report to their field placement onthe days assigned. Inthe event the sudent islate
or cannot report for work, the supervising probation officer should be notified as soon as

possible.

The student isencouraged to ask questions of any member of the staff and to seek as many
experiences as possible.

All studentswill be required to prepare awrittensummary and evauationof ther internship
experience based on aweekly log of activities. Additiondly, dl papers completed by the
sudent that identify the agency will be shared with the agency.
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Responsibility of the Agency:

1.

The Chief U. S. Probation Officer will be the liaison between the educationd indtitutionand
the internship program. Any officer may be assgned the responsibility of working with the
student.

The primary supervisorsareto provide the guidance and supervisonthat isessentid for the
proper training of the interns, and will prepare assgnmentsthat are meeningful to them. They
should indude court functions and violation hearings, presentence investigetions, field trips
to drug programs, menta hedlth programs, community service placements, locd jails, and
other community agencies.

An initid orientation and semi-structured training program will be conducted by agency
personnd. Thiswill indude briefings with management personnel, supervisors, specidids,
line officers and support staff.

Upon the request of the participating school or university, probation staff will be available
for conaultation, presentations, career day and other related activities hdd on campuses
located in the Middle Didtrict of Georgia

Every effort will be made by the agency to meet the student’s needs in successfully
completing the internship experience.

At the completion of the internship, the agency will prepare and forward an evauation of
the student’ s progress to the participating school or university.

Responsibilities of the Participating College/Univer sity:

1.

The participating school should ensurethat the student applicants are mature and genuinely
interested in pursuing a career in the crimind judtice fidd.

When feasible, an appropriate faculty member should make an ondte vist and receive an
evauation of the student’ s progress.
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VI.

UNITED STATESPROBATION OFFICER’S
INTERNSHIP ORIENTATION

Adminidrative requirements at the Macon office

A. Appointment by the Chief Probation Officer (AO 79)
B. Completion of Acknowledgment of Gratuitous Services
C. Issuance of identification card (AO 236G)

D. Office tour and introduction to staff

E Tour of ggnificant areas of the Federd Building
Overview of the Probation Office

A. Chain of Command
B. Ethics

Overview of Court Family Agencies

U. S Marshd Service

U. S. Attorney’s Office

U. S. Digtrict Court Clerk’s Office
U.S. Digtrict Court Judges

U. S. Magidrate Judge

Mmoo

Overview of Other Federd and State Agencies

Federd Bureau of Investigation

Drug Enforcement Adminigtration
Alcohol, Tobacco and Firearms Bureau
U. S. Secret Service

mow»

Overview of the Crimina Stagesin a Crimina Prosecution
Manuas Required to Review
A. Policies and Procedures Manual

B. Guideto Judicid Policies and Procedures Probation Manud (Vol X)
C. Monograph 107: Presentence Investigation



Student Internship Orientation and Training Program

D. Monograph 109: Supervision
E Monograph 111: The Supervison of Federad Defendants
F. Monograph 112: The Pretrid Services Investigation and Report

Upon completion of the above orientation period, the sudent intern will begin hisher phase of training in
presentence and supervision work.



